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1) Policies are added or changed to the current format seen below
POLICY TITLE:			 
POLICY LOCATION:		
EFFECTIVE DATE:   		
DATE REVIEWED/REVISED:
AUTHORIZED BY:   		Jane Ford-Witthoff, Director           
DOCUMENT LINK:		 
PURPOSE STATEMENT:  	
POLICY:	
PROCEDURE:			
REFERENCES/LEGAL AUTHORITY:

2)Policy is reviewed by staff & director
3) Policy is added to the shared folder “Current Policies”
4) Person who added the policy to shared folder adds their name to the Sign-in Sheet
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Flow Chart of Changed Process

1).Tha need for policies and
brocedures is dentiied
by staff, BOH, or outside.
ovaluator.

3) Policy is vetted of reviewed
oy those who will be invoived in
implementing the poliy.

irecior roview and
Legalor cinical roview as
‘appropriate sign off by director
or Board as appropriate
Depending on the level of
authority under which it will be:
used.

5) Whether sxempunon-exempt
‘consideration for attorney

2) The need for the poliy i
recognized, the authoriy for the
policy is designated (Board or
staff, and people affocted by
the policy are igentifed for
involvement. Legal or program
reforencas oied and
documented Policy drafted with
references and the peoplo that
drafted polcy. These aro
drafted based upon research of
existing and evidence based
materiaks

4) Al modical policis related to
‘medical weatment must have
‘medical consuliant review and
those wih potential legal impact
or compliance requirements.
reviow as directed by direcior

1

6) Consult he director for who
elso needs to review the policy

7) Draftis circulatod to saff and
others as appropriate for
comment

8) Roviow by siaff affected by
policy and changes made as
necessary with direciors.
approval

9) Policy i sent to director and
a copy is saved on the authors
compuer.

10) Depending on the level of
authority under which i will be
used, i s approved by Director
andlor the BOH

12) Diroctor or designes adds
policy o restricted foldor of al
policies

AN

11) Dates of arais, revisions,
and approvals are recorded and
date of polcy revision is acded
0 the policy review calendar

13) Director o dosignee adds
policy to manual in the front
offce and on the shared foider





